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Formal letter format cc enclosure

How to format a business letter with cc and enclosures. Formal and informal letter closings.

RHODE ISLAND
JOINT REINSURANCE ASSOCIATION

Underwriling Division
Twa Center Plaza
Boston, Massachusetis 0621081504
[E00) B51-8078, FAX (200) 022-2117

Augusl 11, 2008

To: Al Aheds lsland, Brokers, Companses and Spacial Aganls

HE: Premium Installment Program Revision- Six InstalimenisService Feas

The Association has filed and the Division of Insurance has approved an amendmént b it Prémium
Instaliment Frogram. The revised installment plan expands 1he number of instaliments and length ol
lime an insurad wil be able 1o spread premium payment over. In conpncton with this change, the
Azsociation has decreased the sendce charge appbed to each installment,

This mew instalimen! program callg lar gix pramium D&:.rl"l'lﬂl'll‘i-. i lsal d{-wn-r.}a:.-mnl and Trog acddiiondal
inglaliment payments, Payments are 1o be spread over a peried of two-hundred-fifty days. Individwal
inglalimant paymanls are due at 50, 100, 150, 200 and 250 days lrom the policy inceplion. The sorvico
CH:’L’QB far nataliman has been reduced fram 55 o 54, These inslallment fees can be avoided b‘r
making payment online al piracem, These changes are efective Seplember 1, 2008 tor Mew
Business and October 15, 2008 for Renewals,

The pravioes installment plan will fio beger be olfered alter these alfechve dales. A complabe avenaeny
of the inslalimant plan is attached for your review, Paymenis can be made cnine ai figa.com or by
sending payman lo:

Fihada ksland Joint Reinsurance Association
PO Blox 581031
BOSTON W& 02298-1031

If you hawe any questions regarding this change, please contact the Association’s Consumer Senvice
Linid,

Vary Truly Wours

Jrs M Cyaee

James H. Pappas
Vice President-Undenariting

Enchosure

Lafiors i Agents’ Harved inalalserd Frogam L - .08

Dl you check your smaoke dalectors loday!

Example of letter with cc and enclosure.

This is feasible with a formal typed letter by putting a carbon copy notation at the conclusion of your message. Type the symbol CC followed by a colon after your enclosing section. Then, give the name of the person to whom you're writing the letter. Finally, type the address of the recipient on the other side of the paper.Here's an example: "Dear John,
Joe and Sara: Thank you for your letters. I'm sorry I can't meet with you this time but have agreed to join your group. Please send me your new address so that I may send my check to you." Here, the original letter is to three people—so it has been deemed appropriate to copy it into another document, which is then sent to them.It is also acceptable to
use carbon copies when sending e-mails.

However, there's no need to include the word "carbon" in the e-mail subject line or in the e-mail text itself. When using carbon copies in e-mails, each recipient receives their own separate copy of the email; therefore, no additional charge will be applied to your account.Finally, when you write back to someone who has sent you an email, it is
acceptable to reply to all recipients. Therefore, instead of writing separate emails to each person, you can reply to all of them with just one message.The "cc" mark is eye-catching, falling just below the "enclosure" designation, if one exists. Put it on the following line and follow it with "cc:" and one space. Then enter the name of the recipient of a copy
of the letter. Each subsequent "cc" should have a separate message.Here are some examples:John Doe C/O My Company 123 Main Street Anytown, MI 48109Dear John Doe:I want you to know that as of today, all sales representatives are required to make their own travel arrangements for meetings and events. Please do not send me itineraries or
conference calls two weeks in advance. I will get back to you with more details when they're available.Sincerely,Joe Public UserNote that most companies only use their first names for correspondence. If your company uses last names, then you should too.

This is common in business letters where each person is considered equal merit even if they're from different departments or locations.You can also use subject lines to catch people's attention.The carbon copy way of addressing many persons is the recommended approach for business communication, according to "The Encyclopedia of Business
Letters, Faxes, and E-Mail." It is simple to add "CC" at the end of a letter. Press the "Enter" key twice to insert two spaces between the letter's signature line and the "CC" line. Type the name(s) or address(es) you want copied and press the "Enter" key again.You can also use different software programs to generate duplicates with different names or
addresses. For example, Microsoft Word has a feature called "Smart Copy"; Open Office has a similar feature called "Duplicate Document With Changes". These features allow you to specify what should be changed in the copies (such as new lettershead or specific words highlighted) and how they should be named or addressed.It is not necessary to
send copies of all letters written by your company. Only send copies of those that contain information relevant to the recipients. This reduces paper usage and mailing costs.There are two types of carbon copies: official and unofficials. Official copies are sent to people who need to see them; unofficials are sent to anyone else who wants to receive
them. If you are unsure about whether or not to send an unofficial copy, ask yourself if you would feel comfortable sending it to someone without your employer's consent.People may ask you why you sent them an unofficial copy of your letter.Formally, you would refer to the enclosed objects in the body of your letter by (enclosed), and then, at the
conclusion, you would write "Enclosures (x)" where x is the number of enclosures.

As a result, you'd write:... my ID card (enclosed).But most people simply say "the id card" or "the card". If it's important that they know it's an ID card, you can say this in a footnote or some other part of the letter where it won't interrupt the flow of the rest of the letter.Some people might object that saying "the card" makes the item not important
enough to deserve individual attention. But unless you have something else to say about the card, this isn't really an issue. Most people will understand that you want them to look at the card, and even if some don't, most will still respect your decision not to drag things out with extra comments.Also note that many people think that mentioning
specific items in a letter means that you want them returned. This is not true. If you want someone to return something to you, you should say so explicitly either in the letter or in a follow-up email. Otherwise, they may keep it without realizing what they're doing until it's too late (or worse, give it to someone else!). This resource is organized in the
order in which you should write a business letter, starting with the sender's address if the letter is not written on letterhead. Sender's Address The sender's address usually is included in letterhead. If you are not using letterhead, include the sender's address at the top of the letter one line above the date. Do not write the sender's name or title, as it
is included in the letter's closing.

Maoare Manufacturing Group 575 Parkland Avenue Lake Forest, IL 80515

August 28, 2009

s, Janilce Lee
Huyar

Unigersal Parts, Inc
1071 Coapairate Dwiee
Deadfheld, IL 60511

Dwear M. Lee,

Productiely and cost Lavindgs ane even mone amtical today than évir befons. But you can't affond
1o give U CUSLOMET SEEvi0e Far reduced costs, You desenae imipaccabhe sendce frore a SUpHeer
who also keeprs costs among the loweest in the industry

Based on the research | have done on Universal Parts, it appears that switching to Moone
Manulaciuring coisld save pou ad much as 1 29% on your annual purchased In addition, you would
have a dedicated customer ser ViCE expert avadabie 1o you J40F for Ay QS TMOMS OF 1550ES YOU
Ly fdn

i like the opportunity to meet with pou and learn moss absout your prcrities snd business
challerspes. Dwill Call you on Tuesday To Let up & tme thal i oonvenient Tod o

in thar rseantimes, you might ind it nteresting 1o review the amtached sudit that was conducted
£ p0 current affes . It reflects whene you Can potentially reale savings

Sincenely,

7 [ i~
Roshad  (amsmat

g ol Geoasamnan
Account Manager

AL hEmEnt

Include only the street address, city, and zip code. Date The date line is used to indicate the date the letter was written. However, if your letter is completed over a number of days, use the date it was finished in the date line. When writing to companies within the United States, use the American date format. (The United States-based convention for
formatting a date places the month before the day. For example: June 11, 2001. ) Write out the month, day and year two inches from the top of the page. Depending which format you are using for your letter, either left justify the date or tab to the center point and type the date. In the latter case, include the sender's address in letterhead, rather than
left-justified. Inside Address The inside address is the recipient's address. It is always best to write to a specific individual at the firm to which you are writing. If you do not have the person's name, do some research by calling the company or speaking with employees from the company. Include a personal title such as Ms., Mrs., Mr., or Dr. Follow a
woman's preference in being addressed as Miss, Mrs., or Ms. If you are unsure of a woman's preference in being addressed, use Ms. If there is a possibility that the person to whom you are writing is a Dr. or has some other title, use that title. Usually, people will not mind being addressed by a higher title than they actually possess. To write the
address, use the U.S. Post Office Format. For international addresses, type the name of the country in all-capital letters on the last line. The inside address begins one line below the date. It should be left justified, no matter which format you are using. Salutation Use the same name as the inside address, including the personal title.

f"""“ﬁl
i s x UNITED STATES ENVIROMMENTAL PROTECTION AGENCY
w !! REGEIH 1X

.,.,1-#‘3 T4 Hawthome Stresl

u; S Franciado, CA 84105

March &, N7

Tom Howard

Acting Executive [hrecior

State Waber Kesources Conirod Haood
P00 Box 100

Sacramento, CA 95812

ear Mr. Howard:

EPA receaved Califormia®s Clean Water Act Section 303d) List of Water Quality Limited
Sepments for 2002006 on Movensher 24, 2008, On November 30, 2006, we approved the
Saanes inclusion of waters and pollwiznts idemiilicd on the three-pan Section 3034d ) liss winh the
exception of Walm# Creck toxicity. | am pleased io scknowledpe ibe Stobe and EPA agresd on
mawe tham Y% of the Stale’s assessmend delerminations,

As indlicated in my Movember 30 letter, we reviewed the Stole's assessment of waters amd
pollutasts nod incloded on the State s i, including coastal beaches the $aie Hogrd sdentilied o=
particulbarly appropaate for forther review. We complated our review and are acting today 1o
partiadly disapprove the State"s submital due 1o the smission of several water bodics and
o labed pollatants that meet federal listing requinements.  The water bodses amsd assocrated
pellutams that we ane adding 1o the States 2004- 2006 list of water quality limived scgments are
plentified inthe enclosed tables. (i rationale for .H|-.|rl1g the water badics and i'mll:,l'l.:ﬂh is
describied in Enclosure 1.

We will movw solicii |u..|h|i.; comments of the additions to the Sate™s M3 list as
pilentified in Tables | and 2. 'We will provide a responsivensis summary for commsenis received
on these additions as well as bow we considered public comment in the final assewsment
L‘l-l,'\-l,':l\.‘lnn'\, 1||1|.'|," “JII 1r.|¢'|'\..|l'|il: CHET |:'|n.|l |‘||,'|, i :L"F.l:l,‘lirlF Ihl,"u,' Waleis .||,‘|-||qu,t 1 I.|I||; HI'.,:I\"'-. :l Wil
20k HAcd) List for ncorporation in the Siale’s water guality management plan

I youn wish to diseass this, please call me @t (4153 972-3572 or call Peter Koeelka @
(RIS 97 2 R0d8. We would be pleased to briel you and Board members, if you wish, on this

madber.
Simcerely yours,
r'1.|_;"|m'\|;.|:|"
Alexis Serauss
Dhirecior, Water Division
Enclosures

e SWROE members

If you know the person and typically address them by their first name, it is acceptable to use only the first name in the salutation (for example: Dear Lucy:). In all other cases, however, use the personal title and last/family name followed by a colon. Leave one line blank after the salutation. If you don't know a reader's gender, use a nonsexist
salutation, such as their job title followed by the receiver's name. It is also acceptable to use the full name in a salutation if you cannot determine gender. For example, you might write Dear Chris Harmon: if you were unsure of Chris's gender. Body For block and modified block formats, single space and left justify each paragraph within the body of
the letter. Leave a blank line between each paragraph.



i . COVER LETTER
ANDOUT SERIES FORMAT SAMPLE

.

E3T Main Streed <pou refum sdcesss
Tray. Nenw York 12180

June 25, 2008 «dafe of lettars

Mee, And Jors

Sanior Slak Recnale

XYZ Corperaton

123 e1h Avenue

Arrytown, Connectiout 01023

Dear Ms. Jones:

<INTRODUCTION:
Opening Paragraph: Uss a caschy or clever opareng statemant while mainiaining prolessionalsm. Stae
Tl FRASEA YO AN WETRG. MAME Thi PORSON YOU AR applying Tor, of B by of work you A sosking.
bdantily thir aounce from which you learned of the coeneg (e, the CDC, RedHawk Joblink, & personal
coninci, @ compary wobsie on the knisened, o professional jeumal ar newspaper). Stmulate inieensi in
your resume; ghve the neader & reason i read on'
<BODY=
Middie Paragraph(s): Markel younsall] Thi puipobe of this Section S 1o sirengen your néduma by
providing details which bring your expevience 1o Ke. Use a "Background Summary” paragraph to
summatize relevast education'sxperience. | you are o moenl graduabe, explain how your academic
background makes you & quaiied candadaie kor the position. You may abo mciade a "Vakie Selbng”
PATEGTARN 10 CHAMCNETAID oLt abikty 1o ack] valiss And 10 Bighlght your stangihs. For scampls, f you
have practical work gxparance, point out how your specific achevements, skils and unique qualiiications
will make you an assel io the organizabion, Indicate wivy you ang inberesbed in the position or ihe
crganization and stress whal you can do for them. Refer the reader 1o your enclosed resume which
summarizes your qualifications, training and experience.
wCLOSING
Closing Paragraph: Request a pansonal inbérview and ndicate pour bty as 50 the time and place.
Inchude your phone number (with area code) and your e-mad address (il you check it regulary). Tell the
reader when you will call o folow-up ¥ you are able to do 50, Thask the reader for taking the lime 1o
cofsider your credensials
STy, <CRIRING>
<5ign your namde heves
Mary T. Appheant <iypur your maames

Enckiune <oncioaus N>

When writing a business letter, be careful to remember that conciseness is very important. In the first paragraph, consider a friendly opening and then a statement of the main point. The next paragraph should begin justifying the importance of the main point. In the next few paragraphs, continue justification with background information and
supporting details. The closing paragraph should restate the purpose of the letter and, in some cases, request some type of action.

Closing The closing begins at the same vertical point as your date and one line after the last body paragraph. Capitalize the first word only (for example: Thank you) and leave four lines between the closing and the sender's name for a signature. If a colon follows the salutation, a comma should follow the closing; otherwise, there is no punctuation
after the closing. Enclosures If you have enclosed any documents along with the letter, such as a resume, you indicate this simply by typing Enclosures below the closing. As an option, you may list the name of each document you are including in the envelope. For instance, if you have included many documents and need to ensure that the recipient is
aware of each document, it may be a good idea to list the names. Typist initials Typist initials are used to indicate the person who typed the letter. If you typed the letter yourself, omit the typist initials. A Note About Format and Font Block Format When writing business letters, you must pay special attention to the format and font used. The most
common layout of a business letter is known as block format. Using this format, the entire letter is left justified and single spaced except for a double space between paragraphs. Modified Block Another widely utilized format is known as modified block format. In this type, the body of the letter and the sender's and recipient's addresses are left
justified and single-spaced. However, for the date and closing, tab to the center point and begin to type. Semi-Block The final, and least used, style is semi-block. It is much like the modified block style except that each paragraph is indented instead of left justified. Keep in mind that different organizations have different format requirements for their
professional communication. While the examples provided by the OWL contain common elements for the basic business letter (genre expectations), the format of your business letter may need to be flexible to reflect variables like letterheads and templates. Our examples are merely guides. If your computer is equipped with Microsoft Office 2000, the
Letter Wizard can be used to take much of the guesswork out of formatting business letters. To access the Letter Wizard, click on the Tools menu and then choose Letter Wizard. The Wizard will present the three styles mentioned here and input the date, sender address and recipient address into the selected format. Letter Wizard should only be used
if you have a basic understanding of how to write a business letter. Its templates are not applicable in every setting. Therefore, you should consult a business writing handbook if you have any questions or doubt the accuracy of the Letter Wizard. Font Another important factor in the readability of a letter is the font. The generally accepted font is
Times New Roman, size 12, although other fonts such as Arial may be used. When choosing a font, always consider your audience. If you are writing to a conservative company, you may want to use Times New Roman. However, if you are writing to a more liberal company, you have a little more freedom when choosing fonts. Punctuation Punctuation
after the salutation and closing - use a colon (:) after the salutation (never a comma) and a comma (,) after the closing. In some circumstances, you may also use a less common format, known as open punctuation. For this style, punctuation is excluded after the salutation and the closing. How to Format a Business Letter...

Sample “DRAFT" Letter Farmal

Wrin letler on your personal etiarhaad)
May 10, 2004

Sanatos' Aepresentating | I
Stat Capital
Lansing, Michigan 48509

Dipar Senator’ Repressniathe:

am writing 1o unge you 1o sugpor SS20HBEL08, which would provide licensure lor quaified
Drietitians and Mutrisonists practicing in Michigan. NaSormwice 44 stales cummently hine legal
recognion of Deilians and Nulitionists. Boltlom e, costs have nal risen in Stales, which have
statuies recognizing diestians

A iy provvicers of Peohessicnal NUANTIoNE] Senichs, dalilans and nUINGoRELE Wik in sating
ACroas ik S8 whond professonal SIndads are in place for reguinting nutrtanal infarmaton
and care. Howeae, since thire i NO STATE REGULATION io probect ol reshiisnis, Machigan
lnck's thi abify o proacively monilor and implemesn] cormectve action fo probec] tha public from
seil-styled “nuiritionists °, who provide nubrition mis-informabon o an urknowing public. You cand
abways lell a ruirionist by ihelr dipboma since there are schocls thal fumish mad ceder Mutrition
gegress o anyone who wants 1o Gall himsell o herset a nutritiorst o dietitian. .N'.'mugh s
unethical 1o call yoursel a distitian or nutriicnist withoul the proper credentials, in Michigan 2 &
e egal.

COur state faces many healh hurdies mcluding one of tha highest percentages of obesity in the
ration. Michigan's caath ries dus Do heart deense and deababes ann consisiently higher Shan the
rational standands. Lel's remonve one of the obstscles That hinder public scosss 1o relinble

rutrition inlormation and protect residents from serous health fraud im the form of urregulated
rudriticn seraces and mis-inbarmaton

Suppodt SRIOHBSE0SE for Michigan's residents and make Michigan Aulibon profeisssnals pan of
ey ntional groas of begally recognized Gelitiand and nuiritionists. Take the Step today 4 vobe lor
this. bl i good lof the healh of ouwr atate!

Sincorely,

[Signasuna)

Jane Dos

Title, company

cc: Repeaseniative Vands: Yieen

Senator Toy
L McDorough, Preaident, Michigan Disetic Associaton
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